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OL Quarterly - lst Qtr FY 88

10 a.m., Tuesday, 23 February 1988 - Headquarters Auditorium

10 a.m., Wednesday, 24 February 1988

(Dry Run - 1 p.m., Wednesday, 10 February 1988,

Introduction

Presentation of OL Employee of the
Quarter Awards

What is Supply Management Branch?--Where
does it fit?--Why should I know anything
about it?--Do's & Don'ts of Processing
Requisitions--Volume of business

Update on Integrated Logistics Support
Plan (ILSP)--Cafeteria Expansion -

Personnel Matters

Update on OL Activities--1st Qtr FY 88

SECRET

John M. Ray, D/L

ADDA(?)

OL/SD/SMB

OL/FMD

, OL/RECD

C/P§TS/OL

IMSS/OL
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STAT
STAT

BRIEFING POINTERS for OL QUARTERLIES

Know your subject thoroughly.

Be sure your presentation is appropriate for the audience
and location. :

Use slides instead of vugraphs. Coordinate with Linda

Design § Presentations Center, P&PD, GJ4008 HQ,
early, for guidance/suggestions on your slides.

Remember that P§PD must have time to work on them -- and
that you'll need them for the '"Dry Run" with the D/L (item
11 below). :

Keep slides simple. They should add to, not be, the
presentation. Make sure all are of uniform good quality
and are horizontal pictures, not vertical, for the HQ
Auditorium.

If you'll use notes, have them typed double-spaced on

8 1/2- x 11-inch paper for insertion in a notebook (which
IMSS will prepare and have ready for use on the speaker's
stand), but DO NOT READ NOTES - MEMORIZE THEM.

Practice your presentation in front of a mirror. Time
your talk with your visual aids. To keep to the one hour
allotted, it's essential to hold your presentation to 10
minutes or less.

When you begin, introduce yourself and state what you'll
be talking about. When you finish, introduce the next
speaker ("Our next speaker will be " or "I'll be
followed by ," etc.)

Face the audience, not the slides. Glance at the slide to
make sure it's the correct one and, if suitable, use a
pointer. (If you plan to use the electric-beam pointer in
the HQ Auditorium, practice with it beforehand. This

pointer is hard to control; to keep it from dancing all

over the screen, point it toward the floor when you're not
actually pointing.)
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Briefing Pointers for OL Quarterlies (continued)

9. |

10.

11.

13.

14.

15.

you'll have a remote device you can operate

yourself to change your slides (practice with this just
before the "Dry Run'"). In HQ Auditorium you must press
hard on the button on the right of the lectern to signal
the control-booth operator to change the slides (meaning
you won't have quite the same instantaneous response).
You can practice with this the day of the presentation.

Inject some humor if possible. Tell a brief anecdote if
appropriate. '

Have a "Dry Run'" with your division/staff chief and/or the
IMSS Planning Officer before the official '"Dry Run" with

the D/L.

On the day of the official "Dry Run," arrive

about 45 minutes early to allow time to insert your slides
into the slide tray and run through them once and to test
the sound level for your voice.

Remember that you'll be making your presentation both days
-- in the HQ Auditorium and '

For the actual presentations, arrive at least one hour
early if you're bringing your slides; 30 minutes early if

"they're already in the tray.

Enjoy yourself. We're all "family."

25X1



